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Leave Sharing Return
QUICK REFERENCE GUIDE 

Use this procedure to return unused leave sharing hours back to donor(s) 

at the end of a leave sharing event. 

ZLEAVE_SHARING 
Perform this process when an employee has returned to work from a leave 

sharing event and the unused donated leave sharing hours need to be 
returned to the donor(s). 

 

Prerequisites: 

 Employee must be active in KHRIS 

 You must have access to the employee 

 A leave sharing request must have already been entered into the 

system in order to return unused donated time. 

 Employee should complete the proper documentation to return to 

work. 
 There must be a donated leave quota to return to donor(s) 

 

 

 

Enter the Transaction code (zleave_sharing) in the command field 

Many options exist for leave sharing. In this example, we are showing how to return leave. 

For specifics on the other leave sharing options  please reference the corresponding  QRGs 

referencing each option. 

Click the green check  
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Click the Return Leave Radio button. 

Click the Next button 

 

If you know the  Requestor Number  enter it in request number field.  Then  click the Submit 

button.   

If you do not know the requestor number you can use the search for the requestor number 

using the steps below. 

 

 You can also serch for a requestor number by clicking on the matchbox to the righ of 

the”Requestor Number”  
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Next, search the list by either PERNR or Employee Name using the find button.  Next you can 

search the list by entering any of the header information (i.e. PERNR, Name).  After the Request 

Number is found click the Copy button. 

 

Click the Submit button once the required fields have been completed. 

 


